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MARI NE CORPS ORDER 4000. 53

From Commandant of the Marine Corps
To: Distribution List

Subj: THE USMC | MPLEMENTATI ON OF THE DEPARTMENT OF THE NAVY
LCA STI CS | NTERN PROGRAM

Ref : (a) SECNAVI NST 12400. 2A
(b) CNO Ltr 4000 Ser 403/6U393064 of 29 Aug 86 (NOTAL)
(c) Navy Logistics Intern Master Devel opment Pl an ( NOTAL)
(d) Marine Corps Supplenent to the Master Devel opnent
Pl an (MDP) ( NOTAL)
(e) Navy Logistics Intern Program Handbook ( NOTAL)

Encl: (1) Structured On-The-Job Training Agreenent For mat

1. Purpose. To provide policy and procedural guidance
necessary to inplenment, within the Marine Corps, the objectives
set forth in references (a) and (b) as they pertain to the
Department of the Navy (DON) Civilian Logistics Career Managenent
Pr ogram

2. Background

a. It is the policy of the Departnment of the Defense and
DON to recruit, train, and systematically devel op qualified
personnel to performlogistics support and managemnent
functions. To inplement that policy, the DON Civilian
Logi stics Intern Program was established by the Secretary of the
Navy (reference (a)) with the devel opnment and nmi nt enance of a
prof essional |ogistics workforce as a primary objective. To
achi eve this objective, the subject programis directed toward
the professional devel opment of Logistics Managemnent
Specialists (346 series) as well as engineers of various
di sci plines ranging from801 through 896 series. In addition,
interns recruited as Logistics Managenent Specialists (GS-0346)
may be targeted for a variety of positions, i.e., GS-0346, 1701
1710, 1910, 2003, 2130, etc. It is a 3-year individualized
program based on formal classroomtraining and rotationa
assignments providing on-the-job training (QJT). The fornmal
training and rotational job assignnments are required by
reference (c) which stipulates the know edge, skills, and
abilities (KSA s) necessary for journeyman | ogisticians.
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b. The Assistant Secretary of the Navy for Shipbuilding and
Logi stics (ASN(S&L)) has del egated DoN sponsorship of the
subj ect programto the Chief of Naval QOperations (OP-04).
Ref erence (a) outlines the responsibilities of OP-04 and al
ot her participants in the program

c. The DON, through the Navy Career Managenent Center
(NCMO) in Mechani csburg, Pennsylvania, is responsible for
paying the salaries as well as providing training and trave
funds for logistics interns.

3. Policy

a. The Marine Corps shall actively participate in the DON
G vilian Logistics Intern Program

b. Training of DON | ogistics interns assigned to the Marine
Corps will be conducted per references (c¢) through (e) and this
O der.

c. Plans to place graduating interns will be fornul ated as
early as possible with target positions identified prior to
graduation. Every effort shall be nade to place graduating
interns in their identified target positions 3 to 6 nonths
prior to graduation.

d. Al Mrine Corps activities participating or desiring
to participate in the subject programare responsible for

(1) Designating and supporting career counselors, site
supervisors/trainers for intern rotational assignments wthin
their organi zations, as appropriate.

(2) Making a realistic annual assessnent of their
| ogi stics workforce to project |ogistics personnel requirenents
based on present manpower strength.

(3) Responding to the civilian logistics intern annua
survey by reporting their assessed intern requirenments as
requested by the Conmandi ng General (CG, Marine Corps
Resear ch, Devel opnent, and Acquisition Conmmand ( MCRDAC) .

4, Action

a. Marine Corps Supplenent to the Master Devel opnent Pl an
(MDP). The CG MCRDAC (PS), shall devel op and update as necessary,
a Marine Corps Supplenent (reference (d)), which will be published
by the CMC (L) for use by participating Marine Corps activities.
The cogni zant career counselor, with the site supervisor’s input,
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shal | devel op training nodul es for each area designated in the
MDP.  The training nodul es contained in the supplenent wll
tailor the MDP to the Marine Corps uni que requirenents,

desi gnate the specific Marine Corps office(s) responsible for
the training, provide specific types of appropriate job

assi gnnments which neet training objectives, |ist appropriate
training courses and reading materials, and provide
guidelines/criteria for performance eval uation

b. Individual Developnent Plan (IDP). The IDP is
devel oped based on the intern’ s educati onal background, prior job
experience, and individual needs. It reflects how, when, and
where the KSA's stipulated in reference (c) will be mastered
by the intern. Prior to each intern’s reporting date, the
career counsel or shall devel op a proposed | DP covering the
duration of the internship. The career counsel or shall work
with the intern to finalize the IDP and subnmit it to the
functional manager for approval within 14 days of the intern’s
arrival. The training nodules contained in reference (d) shal
be used in developing the IDP. The functional manager and
career counselors shall ensure that the IDP and its contents
are reasonabl e, achi evabl e, neasurable, and fully coordinated
with the site supervisors. Site supervisors shall also provide
feedback in the intern’s evaluation on the adequacy of training
provided to the intern. This will allow nodifications in
objectives for the benefit of future interns. M nor changes
and anmendnents to the approved | DP can be made by placing a
meno in the intern's file, and verbal notification to NCMC
(maj or revisions must be submitted in witing).

c. Structured QJT Agreenent. The career counsel or shal
prepare the QJT agreenent which contains the rotationa
assignments as outlined in the enclosure and shall retain the
original QJT agreenent upon conpletion of the assignnent.

d. Intern Performance and Progress Appraisals. Structured
QJT progress apprai sals shall be prepared per reference (e).
Each trai ning nodul e described in reference (d) shall contain
apprai sal gui dance concerning the intern’' s performance,
progress, and potential. Interns nust be placed under the
performance apprai sal system applicable to other enpl oyees of
the organization. Ratings will be based on appraisals provided
by the intern's site supervisor(s) for the previous reporting
period(s), and any other witten input the career counsel or nay
wi sh to provide based on personal observations. The career
counsel or shall retain copies of all progress evaluations and
structured QIT performance appraisals.

e. Supervisor/Trainer Evaluations. To ensure that the
contributions of site supervisors are appropriately recogni zed,
their annual objectives should incorporate a perfornmance el enent
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related to intern training. Their participation and the quality
of intern training shall be evaluated based on their perfornance
obj ectives. The contributions of military personnel should also
be recogni zed by including themin appropriate ratings/coments
in fitness reports.

f. Intern's Evaluation of Training Received. Wthin two
weeks after the conpletion of a rotational assignnment, each
intern will provide to the career counselor a witten

eval uation of training received. To inprove and update the
rotational assignments, the career counselor constantly

eval uates them based on intern’s comments and from persona
observation. Intern’s evaluation of the overall programwl|
be per reference (e).

g. Logistics Intern Program | nprovenents. Every effort
will be nade to facilitate open comruni cati ons between interns
and personnel involved in intern training. Valuable training
time is lost if training objectives are not achieved. Open and
effective comrunication is necessary to permt early resolution
of training problens and to recogni ze exceptionally well
executed training. Interns shall address their QJT rel ated
concerns through the supervisory chain of the organizations to
whi ch they are assigned. Site supervisors unable to resolve
the probl em should solicit advice and assistance fromthe
cogni zant career counsel or

h. Mbility Agreenent. The Navy Logistics Intern Program
Handbook (reference (e)) specifies that each intern is required
to sign a nobility agreement prior to programentry. Al
Marine Corps interns shall conmply with the conditions of the
mobi ity agreenment and shall accept schedul ed and funded
assignnments involving travel or geographic relocation. Every
effort will be nade to plan a relocation with sufficient |ead
tinme to avoi d undue burden on the intern

5. Responsibilities

a. Steering Committee Menber. The CMC (L) shall appoint a
seni or executive service professional to represent the Mrine
Corps on the DON Civilian Logistics Career Minagement Steering
Committee. That individual wll:

(1) Provide overall policy guidance, coordination, and
direction of all logistics intern managenent efforts in the
Mari ne Cor ps.

(2) Establish and nmonitor a goal in which 50 percent
of all full performance (GS-11) level attrition |logistics
vacancies within the Marine Corps be filled by intern graduates.
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(3) Deternine standard nmeans of recruitment and hiring
as well as annual allocations for the intern program based on
wor kf or ce denogr aphi cs

(4) Ensure that the Marine Corps designates a senior
| evel professional to serve as the functional manager and
provi de program gui dance

(5) Ensure the pronpt placenent of sponsored graduate
i nterns.

b. Functional Mnager. The functional nanager for the
Marine Corps is located in MCRDAC, Program Support Directorate,
Integrated Logistics Support Branch (PSL). That i ndividua
shal | provide day-to-day technical support and gui dance to
sponsored interns and:

(1) Interview, select, and rmanage the overall training
of sponsored interns based on the approved MDP and tail ored
| DP' s.

(2) Participate in intern recruitment efforts with the
goal of maintaining a high quality pool of applicants to fil
vacanci es throughout the program

(3) Select host activities to serve as training sites
(rotational assignnments) and target positions for interns.
Eval uate the effectiveness of host activity support and take
corrective action as necessary.

(4) Ensure career counselors at host activities are
appoi nted and coordi nate fornmal and hands-on training
requi renents and arrangenents.

(5) Deternmine intern training requirements. Review
and approve interns’ |IDP s for adherence to MDP requirenments
and fundi ng constraints. Provide a copy of the IDPs to the
NCMC of fi ce.

(6) Ensure interns successfully conplete required
"core" training requirenents specified in the MDP prior to
graduati on.

(7) Appraise, evaluate, and review the progress of
sponsored interns.

(8) Plan for and place graduate interns within the
conmand and in subordinate field activities.

c. Career Counselors. Career counselors are senior |eve
functional specialists and are | ocated at each Marine Corps
activity sponsoring interns. Activities sponsoring nore than
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one functional discipline, i.e., engineer and | ogistics may have
one career counsel or per functional discipline. Career counselors
shal | :

(1) Act as the activity focal point for interns, site
supervi sors, and the functional manager

(2) Actively participate in recruitment and intern
sel ecti on.

(3) Provide in-processing assistance to relocating
i nterns.

(4) Ensure that interns acconplish their approved |DP
Determine intern training requirenments and assist new interns
in designing their proposed |DP

(5) Provide devel opnent opportunities for interns on
interactivity assignnments.

(6) Ensure the satisfactory conpletion of |earning
objectives at training sites.

(7) Provide career counseling and on-the-job guidance
to interns.

(8) Coordinate and arrange for intern rotationa
assignnments and formal cl assroom trai ning.

(9) Coordinate appropriate intern schedules with site
supervi sors and functional manager

(10) Approve/di sapprove intern requests for |eave and
absences.

(11) Monitor progress and performance of interns at
the activity, discuss progress with the interns and provide
docunentation to the interns and functional nmanager

(12) Coordinate graduate intern placenment at the activity.

d. Site Supervisors. Are |located at duty stations and
training sites. (The career counselor may act as the site
supervi sor when interns are assigned to the career counselor’s
work area.) The site supervisors shall:

(1) Provide direct day-to-day supervision of interns.

(2) Provide devel opnent opportunities to all Marine Corps
interns through planned rotational work assignments that satisfy
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pre-establi shed nmeasurabl e | earning objectives outlined in the
structured QJT agreenent.

(3) Monitor intern performance and conpl ete
eval uations of interns’ perfornance.

(4) Maintain conmmunications with the intern’ s career
counsel or and/or functional manager.

6. Reserve Applicability. This Order is not applicable to the
Mari ne Corps Reserve.

W. G. CARSON, JR.
Deputy Chief of Staff
for Installations and Logistics

DI STRIBUTI ON: 6025002, 003/ 7230001, 005/7000001, 002, 006, 071
142/ 8145004 002 (1)

Copy to: 7000161 (100)
7000144/ 8145001
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STRUCTURED ON- THE- JOB TRAI NI NG AGREEMENT FORMAT
| NTERN: (Name, Series/Gade/Title)
CAREER COUNSELOCR: (Nanme, Title, Activity, Phone Nunber)

QIT SITE LOCATI ON:

TRAI NI NG OBJECTI VES: (Specific purpose of planned QJT)

Mast er Devel opnent Pl an Topi cs:

Suggest ed Types of Assignnents:

General Guidelines Relative to Assignments and Eval uati ons:

PLANNED TASKS AND ACTI VI Tl ES

PLANNED DATES:

Projected costs for TAD or tuition, if any:

The training objective of this rotation has been di scussed by
the career counselor, the site supervisor and the intern, and
i s understood and agreed to by all parties.

S| GNED:

Car eer Counsel or Dat e:
Site Supervisor Dat e:
Intern Dat e:

ENCLOSURE (1)
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STRUCTURED ON- THE-JOB TRAI NI NG AGREEMENT FORNMAT

TASKS AND ACTI VI TI ES PROVI DED DATES NO._ HOURS

Signed: Intern
Site Supervisor
Car eer Counsel or
Functi onal Manager

Upon conpl eti on of assignnent, certified agreenent shall be
retai ned by the career counsel or.

ENCLOSURE (1)



